Virtual Classroom Tours Guidance
Completing Virtual Classroom Tours

The Virtual Classroom Tour is the universal template used to record the innovative use of ICT in teaching and learning.  This template is used worldwide by teachers in every country participating in the Innovative Teacher Program.  There are three levels available, as follows:

Yellow – Quick Idea

This is a two page template that is very straightforward to complete.  It asks for basic details of the project and the software used.

Green  – Lesson Plan
This is a three page template that is straightforward to complete.  It asks for basic details of the project and the software used.  This template has an additional page on the Teacher Resources that were used in the project.

Blue  – Virtual Classroom Tour
This template is the most comprehensive, but just as straightforward as the other two, to complete.  The blue Virtual Classroom Tour has five pages.  This template asks for basic details of the project and the software used.  In addition to the three pages in the green Lesson Plan, this template also asks for details of the background and planning that went into the project, and the assessment and standards that were used.

All three templates have a page to insert details about the school and teacher who completed the VCT.
The following pages give some assistance on the completion of the VCT.  
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Notes for completing the Virtual Classroom Tour

Slide 1 – Project Overview
This Virtual Classroom Tour template has been provided so you can develop your own Virtual Classroom Tours. Use the template to record a special learning project that you have found particularly successful in your classroom. Then share the project with other teachers in your school, authority or beyond. 

Here’s how:

Follow the instructions in the Notes section of the slides, the prompts on each slide, and the prompts in the embedded Word documents in this PowerPoint template, to insert your project information.  When you have finished inputting all of the project information that is requested and relevant to your project, delete the prompts. On the slides, you can type your information over the prompt or select each one and press the Delete key. In the Word documents, type your information beneath each yellow prompt box, then when you are finished highlight the prompt box or Right-click it, and press the Delete key.

Note:  To enter the title of your Virtual Classroom Tour and have it appear on each slide you must select View, Master, Slide Master, and then type it on the slide master.  Then click Close Slide Master.  This will cause the title to appear in an identical way on each of the slides.

From the File menu choose Save As… and save the document. If you save it as a PowerPoint Presentation you will be able to re-open it in this format to make changes to it. When your project is complete you may also wish to save it as a PowerPoint Show. (Use the Save As Type: drop-down list to choose PowerPoint Show). You can then distribute your project in a “read only” version.
Slide 2 – Teacher Planning and Management
Open the Word documents at the bottom of each slide by double clicking the icons. Follow the prompts [in the yellow boxes] for inserting information about your learning project. 

Since each Word document is embedded in a slide, when you are finished with a Word document, simply close it to return to the PowerPoint slide. Your work will automatically be saved.

Slide 3 – Teaching Resources
On this slide, embed any student handouts and other resources you have created for this project.  Some examples are a student project overview document, a list of Internet and other resources, directions for art projects, or instructions to students for peer editing of projects.  To embed your documents and files, follow these steps:

Have the resource document available on your computer, Intranet or Internet file location.

From the Insert menu choose Object.

Select Create from File… and click Browse….
Find the file you want to include, click on it, and click OK.

Select Display as icon and click Change Icon… and add a suitable caption.

Click OK to add the caption and click OK to embed the file.

Drag and drop the document icon to position it where it says Documents at the bottom of the slide. If slide gridlines are not visible you can go to View, Grid and Guides, and click Display Grid on Screen for a grid on which to line up your icons. The gridlines will not be visible when you show the presentation in Slide Show mode.

Once you have added your project resources to the slide, change the text in the Teaching Resources text box on the slide to describe the files that have been added.
Slide 4 – Assessment and Standards
Add any assessment materials you developed for the project to this slide, and use the Word template provided to include information about standards. 

Have the resource document available on your computer, Intranet or Internet file location.

From the Insert menu choose Object.

Select Create from File… and click Browse….
Find the file you want to include, click on it, and click OK.

Select Display as icon and click Change Icon… and add a suitable caption.

Click OK to add the caption and click OK to embed the file.

Drag and drop the document icon to position it where it says Documents at the bottom of the slide. If slide gridlines are not visible you can go to View, Grid and Guides, and click Display Grid on Screen for a grid on which to line up your icons. The gridlines will not be visible when you show the presentation in Slide Show mode.

Once you have added your project resources to the slide, change the text in the Assessment and Standards text box on the slide to describe the files that have been added.

To include the standards targeted through your learning project, open the Mapping the Standards document and then add your own standards at the bottom of the document. Links are included to help you search for local curriculum and technology standards.

Slide 5 – Teacher and School Information
Use these resources for assistance in working with and learning more about PowerPoint and other Microsoft Office applications.

Submitting Virtual Classroom Tours

Once your teachers are at a stage where they are ready to document their innovative practice into a Virtual Classroom Tour, they should follow the guidance for completing a VCT.
VCTs can be e-mailed directly to: Jacqueline.campbell@sqa.org.ouk 
or posted on some form of portable storage device (flash drive, CD, etc) to:

Jacqueline Campbell

Microsoft Project Officer,

Scottish Qualifications Authority,

The Optima Building,

58 Robertson Street

Glasgow,

G2 8DQ

